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2016-17 NC Pre-K Plan
Teacher Placement Process
Instructional Manual

This manual describes the changes to the NC Pre-K Plan for the teacher placement
process for the 2016-17 program year. The instructions guide you through the
actions to place teachers in both public and private sites/classrooms in the
NC Pre-K Plan.
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Teacher List Screen

After logging into the NC Pre-K Plan, click the Teacher List button to begin the teacher
placement process.

This will take you to the Teacher List Screen.

N R : . e
NORTH CAROLINA® \ 4 Plan: test Halifax Warren SmartStart Partnership for Children

* User: Jeanne Barnes
*

Home NCPKKids Instructions

Prekindergarten Program

Plan Forms List

School Year: [2016-2017 v

test Halifax Warren SmartStart Partnership for Children
test Harnett County Partnership for Children

test Hertford County Public Schools

test Hoke County Schools

test Hyde County Schools

test Iredell County Partnership for Young Children
test Jones County Partnership for Children

test Lee County Partnership for Children

test Lenoir-Greene Partnership for Children

test Martin County Schools

test McDowell County Schools

test Mitchell Intermountain Children v

>
Change Request ‘ Missing Fields ‘ Teacher List ‘ CR List m

AOOO0OO0OOOOO0O0O®O

On the Teacher List screen, all Active teachers will be displayed who have previously been
entered in the NC Pre-K Plan.

o

K
-~ i . i i i i .
NORTH CAROLINAY '\ ¥ Plan: test Halifax Warren SmartStart Partnership for Children Edit Mode: Change Request

* Contract Number: 2655917 User: Jeanne Barnes Fiscal Year: 2016-2017
= *

Prekindergarten Program

Home NCPKKids Instructions Logoff

Show Inactive: [

Current Current
Classroom Teacher Current A
Select First Name Last Name Current Site Code Type Reimbursement Active Incomplete CR
O Angela Gowen Not Currently Assigned Active
O Angela Horton Not Currently Assigned Active
@) Aquilla Alston Mariam Boyd Elementary 33-93-WA-MB-01 Assistant Active
O Barbara Smith-Hill Weldon Preschool Center 33-42-03-05 Lead Active
O Bernadine Pittman Not Currently Assigned Active
O Beth Brewer Not Currently Assigned Active
O Betsey Dawson Not Currently Assigned Active
O Betty Scott Weldon Preschool Center 33-42-03-03 Lead Active
O Blondell Mallory Not Currently Assigned Active
O Brenda Brickhouse Not Currently Assigned Active v
< >

[ cai W FcoTorchr [Provious | —ox
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To include Inactive teachers in the list, click the box for Show Inactive. The inactive teachers
will be highlighted in light orange.

NORTH CAROLINA e \ Plan: test Halifax Warren SmartStart Partnership for Children Edit Mode: Change Request

* Contract Number: 2655917 User: Jeanne Barnes Fiscal Year: 2016-2017

Home NCPKKids Instructions Logoff

Prekindergarten Program

Teacher List
showinacave: @ ]

Current Current

Classroom Teacher Current
Select First Name Last Name Current Site Code Type Reimbursement Active Incomplete CR
O Amber Michelle Mooneyham Inactive
O Angela Gowen Not Currently Assigned Active
) Angela Hedgepeth Inactive
O Angela Horton Not Currently Assigned Active
O Aquilla Alston Mariam Boyd Elementary 33-93-WA-MB-01 Assistant Active
O Barbara Smith-Hill Weldon Preschool Center 33-42-03-05 Lead Active
(@) Bernadine Pittman Not Currently Assigned Active
O Beth Brewer Not Currently Assigned Active
O Betsey Dawson Not Currently Assigned Active
O Betty Scott Weldon Preschool Center 33-42-03-03 Lead Active v
< N o T >

el s e [Frovious || nox |

At the bottom of the Teacher List screen, you will see four buttons:

» Edit — click to edit information for the teacher’s demographics, classroom assignment,
education, licensure and credentials

» Place Teacher — click to begin the process for placing teachers in the NC Pre-K
sites/classrooms

» Previous and Next — click to move through the tabs at the top of the screen for Committee,
Contract Info, County, Sites, Classrooms, Teachers and Budget

e
- . - " - - - .
NORTH CAROLINAX '\ “ Plan: test Halifax Warren SmartStart Partnership for Children Edit Mode: Change Request
* Contract Number: 2655917 User: Jeanne Barnes Fiscal Year: 2016-2017
o *

Home NCPKKids Instructions

Prekindergarten Program

Teacher List

Show Inactive: [

Current Current
Classroom Teacher Current A
Select First Name Last Name Current Site Code Type Reimbursement Active Incomplete CR
YP p!
O Angela Gowen Not Currently Assigned Active
O Angela Horton Not Currently Assigned Active
Aquilla Alston Mariam Boyd Elemental 33-93-WA-MB-01 Assistant Active
q Y ry
O Barbara Smith-Hill Weldon Preschool Center 33-42-03-05 Lead Active
O Bernadine Pittman Not Currently Assigned Active
(@) Beth Brewer Not Currently Assigned Active
O Betsey Dawson Not Currently Assigned Active
Bett Scott Weldon Preschool Center 33-42-03-03 Lead Active
Y
O Blondell Mallory Not Currently Assigned Active
(@) Brenda Brickhouse Not Currently Assigned Active v
< >

[ Place Teacher <:| |:> [_Provious [l noxt |
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New Teacher:

On the Teacher List screen, click the Place Teacher button without selecting a name to start a record for
a New Teacher.

This will take you to the Place Teacher screen.

ENE
- ~f = i q B i .
NORTH CAROLINAM \ ¥ Plan: test Halifax Warren SmartStart Partnership for Children Edit Mode: Change Request
* Contract Number: 2655917 User: Jeanne Barnes Fiscal Year: 2016-2017
o *

Home NCPKKids Instructions Logoff

Prokindorgarten Program

Teacher List

Show Inactive: [

Current Current

Classroom Teacher Current ~
Select First Name Last Name Current Site Code Type Reimbursement Active Incomplete CR
O Angela Gowen Not Currently Assigned Active
O Angela Horton Not Currently Assigned Active
(@) Aquilla Alston Mariam Boyd Elementary 33-93-WA-MB-01 Assistant Active
O Barbara Smith-Hill Weldon Preschool Center 33-42-03-05 Lead Active
O Bernadine Pittman Not Currently Assigned Active
O Beth Brewer Not Currently Assigned Active
O Betsey Dawson Not Currently Assigned Active
O Betty Scott Weldon Preschool Center 33-42-03-03 Lead Active
O Blondell Mallory Not Currently Assigned Active
O Brenda Brickhouse Not Currently Assigned Active v
< >

On the Place Teacher screen, click the New Teacher button. The next step will be to enter the teacher’s
name, teacher type, site and classroom with start/end dates.

Note: A field has been added to enter the middle and/or maiden name.

Place Teacher
If teacher placement is for a new teacher, select button for new teacher and enter tea and last name.

@ --New Teacher-- O Cassandra Mills O Dorothy Christine Fenner O Jill Burnette O Phyllis Whitaker A
@) Angela Gowen O Cathy Jones @] Dywhaun Mitchell Okim Dailey O priscilla Henderson
O Angela Horton O charita Stephenson @] Ebony Jones (O LaTasha Brown O Queen Boyd
O Aquilla Alston O Charlene V. Boyette O Francesca Bullock O Linda Tyson Hargrove O Rhonda Michelle Mushaw
:> (O arbara smith-til O Cheryl wingfield O Gail Johnson O Lindsey Goble O Rose Marie Williams L]
(M navaadica nittenan () ebie naakeae [ P PP (V4 mte ;b () emmmtha 1 an Blacen
>
Please enter the teacher’ al name.
First Name Middle Name Maiden Name Last Name
Teache icity: Hispanic Yes ) No
Teacher's Race |:| American Indian or Alaska Native
(Check at least one, and all that |:| Asian
apply)

[Jelack or African American

[I native Hawaiian or Other Pacific Islander

[ white / European American

Teacher Type: |7Select One-- v ‘

Site: [~Select One-- v| I_‘ ext
Classroom:  Site has no active classrooms S T

To send a classroom request to DCDEE for
review, please select the reason before
clicking the next button.

v]
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Existing Teacher:

To place an existing active teacher in a site/classroom, select the radio button beside the
teacher’s name and click Place Teacher.

This will take you to the Place Teacher screen.

NORTH CAROLINA® \.

* Contract Number: 2655017 User: Jeanne Bames Fiscal Year: 2016-2017

Home NCPKKids Instructions Logoff

Prekindergarten Program

Teacher List

Show Inactive: [

Current Current

SSroom Teacher Current ~
Select First Name Last Name Current Site Type Reimbursement Active Incomplete CR
®) Angela Gowen Not Currently Assigned Active
O Angela Horton Not Currently Assigned Active
O Aquilla Alston Mariam Boyd Elementary 33-93-WA-MB-01 Assistant Active
O Barbara Smith-Hill Weldon Preschool Center 33-42-03-05 Lead Active
O Bernadine Pittman Not Currently Assigned Active
O Beth Brewer Not Currently Assigned Active
O Betsey Dawson Not Currently Assigned Active
O Betty Scott Weldon Prescheol Center 33-42-03-03 Lead Active
O Blondell Mallory Not Currently Assigned Active
O Brenda Brickhouse Not Currently Assigned Active v
< >

On the Place Teacher screen, you will see the teacher’s name and the site/classroom assignment from
the prior year. The next step will be to enter the teacher type, site and classroom with start/end dates

for the current year.

Plan: test Halifax Warren SmartStart Partnership for Children Edit Mode: Change Request

2016-2017

Fiscal Year:

Jeanne Barnes

e Fl
NORTH CAROLINA®N \\ RS
<> Contract Number: 2655917 User:

| ¥*

Home NCPKKids Instructions Logoff

Prekindergarten Program = ——
Place Teacher

If teacher placement is for a new teacher, select button for new teacher and enter teacher's first and last name.

O --New Teacher-- O Cassandra Mills O Dorothy Christine Fenner O Jill Burnette O Phyllis Whitaker ~
® Angela Gowen (@] Cathy Jones (@] Dywhaun Mitchell O kim Dailey O priscilla Henderson
@] Angela Horton O charita Stephenson @] Ebony Jones O LaTasha Brown (@] Queen Boyd
(@] Aquilla Alston O charlene V. Boyette O Francesca Bullock O Linda Tyson Hargrove O Rhonda Michelle Mushaw
O Barbara Smith-Hill O Cheryl wingfield O Gail Johnson (@] Lindsey Goble O Rrose Marie Williams ~
Mo TR S [ WU SN, [ W VRV VS [ KPR N, [ - I

< >

Place teacher: Angela Gowen

Teacher
Prior Status Classroom Type Exit Date Maximum Rate
Classes: Prior Year Clara Hearne Early 33-42-RR- Lead| 08/17/2015|05/31/2016
Childhood Center CH-08
Teacher
--Select One-- v
Type: l |
Site: [—Select One— v
Classroom:  Site has no active classrooms.
StartDate: | | Endpate: |
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Placing a Teacher in a Classroom

The Next Steps to place either a new or existing teacher in a site/classroom are:

1. Select the teacher type (Lead, Assistant, Long-term Lead, Long-term Assistant)
2. Select the Site
3. Select the Classroom
4. Enter the start and end date (dates must be between 7/1/2016 and 6/30/2017)
5. Click Next

*

Home NCPKKids Instructions  Logoff

Prekindergarten Program
— i) Gl i) i i iniit) i)

Place Teacher
fteacher placement is for a new teacher, select bution for new teacher and enter teacher's first and last name.

O-NewTeacher~ O Cassandra Mills O porothy Christine Fenner O Jill Burnette O phyllis Whitaker A
OangelaGowen O cathy Jones O pywhaun Mitchell O ki Dailey O priscilla Henderson

OAngela Horton 0 Charita Stephenson 0 Ebony Jones 0 LaTasha Brown 0 Queen Boyd

OAquiIIa Alston O Charlene v. Boyette O Francesca Bullock O Linda Tyson Hargrove O Rhonda Michelle Mushaw

© Barbara Smith-#ill O Cheryl Wingfield O Gail Johnson O Lindsey Goble O Rose Marie Williams v
) Bacnadion Nittman () Phuic Panknr () Flandn Winbreon O 1 ie Chant () Cammnnthn tan Dinern

>
Place teacher: Barbara Smith-Hill
Teacher Entry
Prior Status Classroom Type Date Exit Date Maximum Rate
Classes: Prior Year| ~ Weldon Preschool| 33-42-03- Lead| 08/17/2015|06/30/2016
Center 05
Teacher
Lead v
Type:

Site: [Weldon Preschool Center v|  Ste Type: Public School To send a classroom request to DCDEE for
Classroom: (33420305 v il e
clicking the next button.

g o— | C
E— 7
= <) Next
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Jomlite

Lead Teacher — Public School Site/Classroom:

When you Click Next from the Place Teacher screen:

» if the Lead Teacher is being placed in a Public School site/classroom
» and the required education/licensure information has been entered
» the Lead Teacher will automatically be assigned to the site/classroom

You will not need to submit a change request.

Lead Teacher assignment to the public school site/classroom is Active and process is Complete.

Teacher: Barbara Smith-Hill

Please enter the teacher's legal name. Teacher Ethnicity: Hispanic O ves ® no

First Name: [T Teacher's Race [] American 1ndian or Alaska Native
Middle Name: (a(;EIe:}k at least one, and all that [ asian

Maiden Name: Ml Black or African American

= = [ native Hawaiian or Other Pacific Islander
Last Name: Smith-Hill

[] white / European American

| Education, License and Credentials are Editable |

Classroom Assignment

Status Classroom |Teacher Type Entry Date | Exit Date Maximum Rate
Active Weldon Preschool Center | 23-42-03-05 | Lead 08/01/2016 |06/15/2017 | NC Pre-K Primary: $473 Edit] Delete

Prior Year Weldon Preschool Center | 33-42-03-05 |Lead 08/M17/2015 |06/30/2016

Approved Teacher Types

Approval
Teacher Type Site Start Date | End Date Type
Lead Public Sites|08/26/2014 Automatic
Assistant All Sites 08/26/2014 Automatic
Long-term Substitute Assistant| All Sites 08/26/2014 Automatic
Long-term Substitute Lead All Sites 08/26/2014 Automatic
Education
ECE Related | Earned or Date GPA 2.5 |6 Documented
ECE Fields Fields Working On| Earned | or Higher Hours
BA / BS | Early Childhood Education | | Earned | 08262014 | Yes | 2015-2016 - No | Edit| Delete
Licensure

Effective | 6 Documented

Status Date Hours
B-K /Pre-K/K Standard Prof Il | Holds | 08/26/2014 | Edit | pelete ‘m|
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If the required information is not entered for the Lead Teacher:

» the status will be Pending for the Classroom Assignment

See the red error box and yellow caution triangle for the information that must be entered for
education/licensure.

Teacher: Angela Gowen

Please enter the teacher’s legal name.

FirstName:  Angela
Middle Name:
Maiden Name:
LastName:  Gowen

Active:

Classroom Assignment

Teacher Ethnicity: Hispanic (_) Yes @ No
Gl 2 Teacher's Race [l american Tndian or Alaska Native
(Check at least one, and all that [ asian
apply)

[ Black or African American
[ native Hawaiian or Other Pacific Islander
Ewhite / European American

[ Education, License and Credentials are Editable

[The Teacher is not approved to teach in a public site. Please enter required

licensure andior i |

Status

Classroom | Teach

Weldon Preschool Center

Teacher Qualification - One of the following criteria must be met:

/ Inplét

|Prior vear [ clara Heame Early Chiidhood Center| 33-42-RR-CH-08 | Lead

081772015 [0s131/2016 | Lead: A Lead teacher must have earned a BAVES degree or higher and holds a

Approved Teacher Types
Approval
Teacher Type Site | Start Date |End Date| Type
Assistant All Sites |09/03/2014 Automatic
Long-term Substitute Assistant| All Sites | 09/03/2014 Automatic
Long-term Substitute Lead All Sites |09/03/2014 Automatic

Education

ECE Related Earned or

BK or Pre-K/K Add-On license.

Lead: A Lead teacher must have earned a BA/BS degree or higher, holds another
license and working toward a BK or Pre-K/K Add-On license.

Date GPA 2.5 |6 Documented

Degree ECE Fields
BA/BS ‘cnnu Deve\opmentJ

Fields

Working On
| Eameg

Earned | or Higher

[osaz01a|ves  [20152016 o

Hours

e

Licensure

Effective | 6 Documented
Hours

License |Status| Date

Enter license information

Once you enter the required information, the Lead Teacher assignment to the public school
site/classroom is Active and process is Complete.

You will not need to submit a change request.

Teacher: Angela Gowen

Please enter the teacher's legal name.

First Name: Angela

Middle Name:

Maiden Name:

Last Name: Gowen

Classroom Assignment

Teacher Ethnicity: Hispanic C) Yes @ Mo
Change Name Teacher's Race [ American Indian or Alaska Native
{Check at least one, and all that [ asian
apply)

[ Black or African American
[ native Hawaiian or Other Pacific Islander
El white / European American

[ Education, License and Credentials are Editable |

Teacher Type | Entry Date | Exit Date

e Active Iwelclon Preschool Center J 3 -03 ]Leac ]03!01 2016 |06130;2017| NC Pre-K Primary” $473 elete
|Prior Year | Clara Hearne Early Childhood Center| 33-42-RR-CH-08 |Lead |08/17/2015 [06/15/2016 | NC Pre-K Primary: $473
Approved Teacher Types
Approval
Teacher Type e Start Date | End Date| Type
Lead Public Sites |01/01/2015 Automatic
Assistant All Sites 09/03/2014 Automatic
Long-term Substitute Assistant| All Sites 09/03/2014 Automatic
Long-term Substitute Lead All Sites 09/03/2014 Automatic

Education

Degree ECE Fields

BA./ BS | Child Development |

ECE Related

Fields

Earned or
working On Earmed or Higher Hours

Date GPA 2.5 |6 Documented

09/03/2014 | Yes | Edit| Delete

2015-2016 - No

Licensure

Effective

6 Documented

Status

Date

Hours

B-K /Pre-K/K Standard Prof II ] Holds Jom)wzms 2016-2017 : Not Applicable ] Edit] DeleteJ | New |

8|Page
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Lead Teacher — Private Site/Classroom:

When you Click Next from the Place Teacher screen:

» if the Lead Teacher is being placed in a Private site/classroom

» and they were approved in the Prior Year based on holding either a SP1 or SP2 B-K

License

» the Lead Teacher will automatically be assigned to the site/classroom

You will not need to submit a change request.

Lead Teacher assignment to the private site/classroom is Active and process is Complete

Jomlite

=)

Teacher: Cynthia Monterrosa

Please enter the teacher's legal name. Teacher Ethnicity: Hispanic

First Name: Cynthia Change Name Teacher's Race
. . {Check at least one, and all that
Middle Name: 2pply)
Maiden Name:
Last Name: Monterrosa

Has the Lead teacher for a private site submitted the complete
enroliment package with required documents to the EESLPD Unit?

If yes, date submitted to EESLPD:

* Yes No NA

04/01/2014

| Education, License and Credentials are Read Only |

Classroom Assignment

Classroom | Teacher Type Entry Date Exit Date

(SR
[l amarican tndian or Alaska Native
[asian

[elack or African American

[ native Hawaiian or Other Pacific Tslander

®) vas

Kl white / European American

Maximum Rate

Active Alamance Developmental Center-Lifespan Circle School | Lifespan 1 |Lead

08/01/2016 | D6/15/2017 | NG Pre-K Primary: 5650
NC Pre-K Secondary: 5470

Edit| Delete

Prior Year Alamance Developmental Center-Lifespan Circle School |Lifespan 1 |Lead

D8/17/2015 | DB/DT/2016 | NC Pre-K Primary: $650
NC Pre-K Secondary: 3470

Approved Teacher Types

Approval
Teacher Type Site Start Date End Date = Type
Lead Public Sites 05/D6/2014 Automatic
Lead Alamance Developmental Center-Lifegpan Circle Schoel | 08/17/2015 | DB/D7/2016 | Override
Lead Private Sites 07/01/2016 | D6/30/2017 | Override
Long-term Subsfitute Assistant | All Sites 05/DE/2014 Automatic
Long-term Subsfitute Lead All Sites 05/06/2014 Automatic
Education
ECE Related Earned or Date GPA 2.5 |6 Documented
Degree ECE Fields Fields Working On  Earned  or Higher Hours.

BA/ BS Human Growth and Development | Eamed D5/06/2014 | Yes
Licensure
Effective 6 Documented
License Status Date Hours

B-K fPre-K/K Standard Prof | Holds | 04/10/2D14

9|Page
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When you Click Next from the Place Teacher screen:

» if the Lead Teacher is being placed in a Private site/classroom
» but did not hold either a SP1 or SP2 BK License

» the Lead Teacher will not be assigned to the private site/classroom as Active

You will need to submit a change request.

Teacher: Angie Kerr

Please enter the teacher's legal name. Teacher Ethnicity: Hispanic

First Name: Angie Teacher's Race

(Check at least one, and all that

Middle Name: apply)
Maiden Name:

Last Name: Kerr

Active:

Has the Lead teacher for a private site submitted the complete
enrollment package with required documents to the EESLPD Unit?

If yes, date submitted to EESLPD: 09/20/2012

®Yes 'No ' NA

Education, License and Credentials are Read Only

Classroom Assignment

Classroom Teacher Type Entry Date Exit Date Maximum Rate

NC Pre-K Secondary: $215

Approved Teacher Types

Approval
Site Start Date End Date | Type
Public Sites 09/04/2014 Automatic
Care-0-World Enrichment Center | 08/18/2015 | 06/09/2016 | Override
All Sites 09/04/2014 Automatic
Long-term Substitute Assistant | All Sites 09/04/2014 Automatic
Long-term Substitute Lead All Sites 09/04/2014 Automatic

Education

ECE Related | Earned or Date GPA 2.5 |6 Documented
Degree ECE Fields Fields Working On. Earned  or Higher Hours

BA/BS | Child Development 09/04/2014 | Yes 2015-2016 :No

Licensure
Effective | 6 Documented

License Status Date Hours
I:> NC Lateral Enfry BK License |Holds |08/20/2012 | 2015-2016 : Yes

10|Page

(::‘ Yes @' No

[] American Indian or Alaska Native

[ asian

[ Black ar African American

[ mative Hawaiian or Other Pacific Islander
White / European American

Prior Year | Care-O-World Enrichment Center | 02 Lead 08182015 |06/09/2016 | NC Pre-K Primary: $650

July 2016



To submit a change request, on the Place Teacher screen you will enter the required
information and Click Next.

Place Teacher
Ifteacher placement s for a new teacher, select button for new teacher and enter teacher's first and last name.

O --New Teacher-- O Cindy Jewell O Jennifer Tuten O Mildred Hardison O Sandra Askew A
O adrian Winters O Danielle Price O Jennifer Wiliams 0 Molly Cooper-Cogains 0 Stephanie Fore

O Amber Gaskins O Gladys Winfield O Laticia Carraway O Patricia Shelton OTameka Smith

® Angie Kerr O ennifer Mondragon OMarie Hogans O preshonee etersan~ OTeresa Clayton

O April Doane O Jennifer Prevatt O Martha Morales-Gonzalez O Rachita Grimes O\.‘a\ene Johnson V]
ﬁ(rm,uﬂ Covenll (Vtmmifoe Dmnnnct [ Vhtnlien Pacbine [ T— YR

Place teacher: Angie Kerr

Teacher | Entry

Frior Status Site Classroom|  Type Date | Exit Date Maximum Rate
Classes: Prior Year] Care-0-World 02| Lead| 0818/2015(06/09/2016| NG Pre-K Primary: $650
Enrichment Center NC Pre-K Secondary: $215
Teacher
Lead v
Type:
Site: |Care-0-Wumd Enrichment Center v|  Sits Type: Privats Non-prof chid care center To send a cassroom request o DCDEE for
Classroom:

review, please select the reason before

clicking the next button.
E-— 1\ext

When you click the Next button, the next screen will be the Change Request screen.

Click Submit and Save from this screen to create a change request for DCDEE staff to
review/approve.

Add Additional Teacher Type
This Change Request is to allow a teacher to act in an additional teaching capacity that was not automatically approved. If the new teacher type is approve, then that teacher can be placed in any classroom for the duration of the change request.
A change request must be sent to the NC Pre-K State Office to approve the requested changes.

CR#
Click the Save button to save the change request and comment, the Submit button to submit the change request, or the Back button to go back to the previous screen.

Teacher Name: Angie Kerr

Requested Approved
Teacher Type: Teacher Type: ~Select One- v
Site: | Care-O-Werld Envichment Center v Site: _Select One- v
Classroom: .
© Y Classroom:  site fias no aciive classrooms.
Site Type:  Private Non-profit child care center Sie T
ite Type:
StartDate: 0810112016 Edit Teacher "
Allow teacher to be approved in other sites of this type for the entire school year
EndDate: (051152017 Start Date:
End Date:
New Comment: Comment History:
Not Submitted
o~ —

| Sme | Subrit [§ Deeie R Beck |
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If the Lead Teacher being placed in a Private site/classroom is a New Teacher, you will need to
submit a change request.

On the Place Teacher screen, you will enter the required information and Click Next.

Place Teacher
If teacher placement is for a new teacher, select button for new teacher and enter teacher’s first and last name.

@ --Mew Teacher-- C‘ Burt Reynolds C‘ JANICE SMITH C‘ Michelle Melvin C‘ Tammy Jackson A
O Alfredia Bryant O Carolyn Richardson O ulie Brawley O sandra Autry-Hopkins @] Tammy Jordan

O Alice Wonder O Christy Hales O Kathi ward O satella Washington Q Tonya Landreth

O Betsy Helms O Debbie Brisson @] Kathryn King Edge O Sharon Fryar O Trema Hurt

@) Betty Wilds O Jacqueline Johnson @] Kelley Rachels O Stephanie Worley O valerie Marris L¥]
() Blalen Chnlbnn (1 mminn Mamens Ankinean [ 11 i et (1 €vimmm Emillrnn [ R TP Evmemmnn

Please enter the teacher's legal name.

First Name Middle Name Maiden Name Last Name
[Bety I | | | [Ruoble
Teacher Ethnicity: Hispanic O ves ® o
Teacher's Race [] american Indian or Alaska Native
(Check at least one, and all that ¥ asi
apply) Asian
[ elack or African American
[ native Hawaiian or Other Pacific Islander
[Cwhite { European American
Teacher Type: ‘ Lead v |
Site: [Child Care Network, Inc #36 v|  Site Type: Private For-profit child care center

To send a classroom request to DCDEE for

Classroom: | Chid Care NeL#80 v r?vi;w, ;tjrl:ease sﬁe;t the reason before
clicking the next butten
Start Date: 716 End Date: |7/115/16 ® | V|

i,
m;’@ Next

When you click the Next button, the next screen will be the Change Request screen.

Click Submit and Save from this screen to create a change request for DCDEE staff to
review/approve.

Add Additional Teacher Type
This Change Request is to allow a teacher to act in an additional teaching capacity that was not automatically approved. If the new teacher type is approve, then that teacher can be placed in any classroom for the duration of the change request.
A change request must be sent to the NC Pre-K State Office to approve the requested changes.

CR#2
Click the Save button to save the change request and comment, the Submit button to submit the change request, or the Back button to go back to the previous screen.

Teacher Name: Betty Rubble

Requested Approved
Teacher Type: Teacher Type: ~Select One~ M
Site: ‘ Beaufort County Child Development Genter v| Site: _Select One— v

Classroom: Classroom:

Site has no active classrooms. v
Site Type:  Private Non-profit child care center

Site Type:
sanpse: 0301205
. Allow teacher to be approved in other sites of this type for the entire school year
EndDate:  |0g152017 Start Date:
End Date:
New Comment: Comment History:
Not Submitted
—
- < 2>

A
m'mm
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Existing Teacher Assistant — Public School and Private Sites:

When you choose an Existing Teacher Assistant from the Place Teacher screen and Click Next :

» if the Teacher Assistant is being placed in either a Public School or Private
site/classroom

» and they were approved in the Prior Year

» the Teacher Assistant will automatically be assigned to the site/classroom

You will not need to submit a change request.

Teacher Assistant assignment to the site/classroom is Active and process is Complete.

Public School Site:

Teacher: Ashley Cox

Please enter the teacher’'s legal name.

Teacher Ethnicity: Hispanic O ves @® No
Middle Name: (a(;:le:)k at least one, and all that [ asian
Maiden Name: [ Black or African american

[Inative Hawaiian or Other Pacific Islander

Last Name: Cox
_ M white / European American
Active: For TAs who wish to teach in a public @ ves O o () working Toward (O Na

school, does the assistant meet the
requirements for NCLB Exception? If yes, check all that apply
2 Years of relevant EGE experience

[[]& ECE semester hours

[ Education, License and Credentials are Editable |

Classroom Assignment

1 Status Site Classroom Teacher Type Entry Date| Exit Date Maximum Rate
G“l“pletﬁ Active South Graham Elementary (010004320 Assistant 08/01/2016 | 06/30/2017 | Teacher is an assistant, Edit | Delete
and is not reimbursed.
Prior Year South Graham Elementary (01000430 Assistant 07/17/2015 | 06/03/2016 | Teacher is an assistant,
and is not reimbursed [ New |

Approved Teacher Types

Approval

Teacher Type Site Start Date |End Date | Type
Assistant All Sites 08/13/2014 Automatic
Assistant Public Sites|07/01/2015 Automatic
Long-term Substitute Assistant | All Sites 08/13/2014 Automatic
Long-term Substitute Lead All Sites 08/13/2014 Automatic

Education

Earned or 5 6 Documented
Working On | Earne r Hours

AL AAS | Child DEvelome:ntI Earned DS!13J2D14IYES I 2015-2016 - No

Private Site:

Teacher: Benita Long

Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic O ves ® no

First Name: FEE Teacher's Race DAmerican Indian or Alaska Native
Middle Name: g(;g‘e;)k at least one, and all that DAsian

Maiden Name: Black or African American

[Inative Hawaiian or Other Pacific Tslander

Last Name: Long
[Jwhite s European American

Aotive:

| Education, License and Credentials are Editable |

Classroom Assignment

Status Site Classroom | Teacher Type Entry Date| Exit Date Maximum Rate

1
[“]]Iete Active Alamance Developmental Center-Lifespan Circle School | Lifespan 1 | Assistant 08/01/2016 | 06/30/2017 | Teacher is an assistant, Edit
and is not reimbursed.

Delete

Prior Year Alamance Developmental Center-Lifespan Circle School | Lifespan 1 | Assistant 08/18/2015 | 06/07/2016 | Teacher is an assistant,

and is not reimbursed

Approved Teacher Types

Approval

Teacher Type Site | Start Date |End Date| Type
Assistant All Sites | 08/07/2014 Automatic
Long-term Substitute Assistant| All Sites | 08/07/2014 Automatic
Long-term Substitute Lead All Sites | 08/07/2014 Automatic

Education

ECE Related Earned or Date GPA 2.5 | 6 Documented

Degree ECE Fields Fields Working On| Earned or Higher Hours

AA [ AAS | Early Childhood Education Earned 08/07/2014 | Yes 2015-2016 :No | Edit | Delete | |NTINN.
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New Teacher Assistant — Public School Site/Classroom:

When you Click Next from the Place Teacher screen:

> and the Teacher Assistant is a new teacher in a Public School site/classroom
» the status will be Pending for the Classroom Assignment

See the red error box and yellow caution triangle for the information that must be entered for
NCLB exception/education/credentials.

e 5 " 7 >
T ——— ~ "‘* Plan: test Alamance Partnership for Children Edit Mode: Change Request

> Contract Number: 2615417 User: Jeannc Bammes  Fiscal Year: 2016-2017

Frek T T oo = 3al Home MNCPKKids [EESEERRCERo= i
P —
Teacher: Alice Cooper
Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic ® ves O Ho
First Name:  [ANce] Teacher's Race [J american Indian or Alaska Native

(Check at least one, and all that

apply) ] asian

Middle Name:

American

Maiden Name:

[ riative Hawaiian or Othe Islander

LastMame: |Coaper N
) B M white / European American
Active: For TAS who wish 10 teach in a public O ves @ No O Working Toward O na

school, does the assistant m
for NCLB E: ? If yes, check all that apply:

Enter NCLB exception information

12 vears of relevant EGE experience
[l6 ECE semester hours

Classroom Assignment
[The Teacher is not approved to teach in a public site. Please enter req; and/or

Grove Park Elementary | GP1 Teacher Qualification - One of the following criteria must ba met:

=
and is not reimbu:

An Teacher in the public schools who meets the NCLE
ception must have algo completed at least & semester hours in early
Approved Teacher Types ood education or have 2 years experience in an early
Approval hood semng
Teacher Type Site Start Date End Date| Type e —— or holds an AR degree in

st be working towards
Eaﬂy i atasd Edueation e . Development.

‘Assistant: An Assistant Teacher must be working on or have amed = COA
credential.

Education

ECE Related Earned or | Date GPA 2.5 6 Documented

Degree | ECE Fields Fields Working On Earned or Higher

Licensure
Effective 6 Documented
License Status| Date Hours
Credentials

Othe: Earned or Date 6 Documented
Credential Credential Working On Issued

Once you enter the required information, the Teacher Assistant assignment to the public
school site/classroom is Active and process is Complete.

You will not need to submit a change request.

MNORTH CAROLINAY Plan: test Alamance Partnership for Children Edit Mode: Change Regquest
Contract Number: 2615417 User: Jeanne Barnes Fiscal Year: 2016-2017
Prakindorgartan Proagrarm Home NCPKKid=s

CEEID CEID EETED GRS Cmnd G G Gt

Teacher: Alice Cooper

Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic @ ves O nNo
First Name: Alice I Change Name Teacher's Race [ armerican Indian or Alaska Mative
Middle Name: g(;ge:)k at least one, and all that [ asian
Maiden Name: [ Black or African American
Last Name: ST [J mative Hawaiian or Other Pacific Islander
N : _ [+ Wwhite / European American
Active: For TAs wno wish to teach in @ public @) ves ) Mo () Working Toward ) MA
, does the i meet the
requirements for NCLEB Exception? If ves, check all that apply:

[ 2 vears of relevant ECE experience
& ECE semester hours

[ Egucation. License and Credenuals are Editable |

Classroom Assignment

1 Classroom Teacher Type Entry Date Exit Date
']l“ e .B Active Growve Park Elementary | Ge1 Assistant 08/01/2016 |0D6/30/2017 | Teacher is an assistant, Delete
and is not reimbursed.

Approved Teacher Types

Approwval
Teacher Type Site Start Date End Date e
Assistant Public Sites | 07/01/2016 Automatic

Education

ECE Related  Earmed or Date GPA 2.5 6 Documented
Degree ECE Fields Fields Working On | Earned or Higher Hours

Licensure
Effective 6 Documented
License | Status | Date Hours
Credentials

Other Earned or Date | 6 Documented
Credential Credential Working On | Issued Hours
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—

f 1 lass: Teachaer Type Entry Date | Exit Date
[ﬂl“]] et.e Active Care-O-World Enrichment Center| g1 Assistant 08/01/2016 |06/15/2017 | Teacher is an assistant,

New Teacher Assistant — Private Site/Classroom:

When you Click Next from the Place Teacher screen:

> and the Teacher Assistant is a new teacher in a Private site/classroom
» the status will be Pending for the Classroom Assignment

See the red error box and yellow caution triangle for the information that must be entered for
education/credentials.

Edit Mode: Change Request
Fiscal Year: 2016-2017

Plan: test Beaufort/Hyde Partnership for Children
User: Jeanne Barnes

HORTH CAROLINAY

Contract Number: 2633417

e > id Instructions Logoff

Kindergarian Program

Teacher: Alice Wonderland

Please enter the teacher's legal name. Teacher Ethnicity: Hispanic O ves @ no

FirstName:  [Allce Teachers Race [ American tadian or Ataska Mative

Middls Namet (;;Ip\r;)k at loast one, and all that [ asian
Maliden Name: [ elack or african American
[] native Hawaiian or Other Pacific Islander

Last Name: |Wonderiand
¥l white / European American
Active:

NOTE:
No ootion for NCLB Exception

[[Education, License an; d Credentials are Editable

Classroom Assignment
The Teacher s not approved to teach In & private site. Please enter required education, lcensure and/or credentials.

Teacher must be holds an AA degree in
Early childhood Education or Child Development.

—
Assistant: An Assistant Teacher must be working on or hava earnad a COA
cradential.

Effactive | 6 Documented
e Hours

License Status | Dal

Once you enter the required information, the Teacher Assistant assignment to the private
school site/classroom is Active and process is Complete.

You will not need to submit a change request.

NORTIH CARSLIMNASE Plan: test Beaufort/Hyde Partnership for Children Edit Mode: Change Requast
Contract Number: 2633417 User: Jeanne Barmes Fiscal Year: 2016-2017
Praokindergartien Proarom Home ——

N G S S Gl S S

Teacher: Alice Wonderiand

Please enter the teacher's legal name. Teacher Ethnicity: Hispanic O ves @ no
First Name: Alice Teacher's Race [Jamerican Indian or Alaska Mative
Middile Name: (ai:?:)k at least one, and all that 1 asian

[ Black or African american
[ I native Hawallan or Other Pacific Islander
Last Name: Wonderland

&l white / European american

Active: Aclive  ~s

Maiden Name:

[Education, License and Credentials are Editable |

Classroom Assignment

and is not reimbursed

Approved Teacher Types

Education

ECE Related Earmed or Date GPA 2.5 3 = 3 1
Dagrae ECE Fialds Fialds Working On | Earnaed | or Highar Hao
AA  AAS | Early Childhood Education wWorking on 2016-2017 : Not Applicable | Edit| Delete m

Licensure

Effective | 6 Documented
License  Status Date Hours

Credentials
E

Ik arned o -
Cradential | Cradential Working On | Issued
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Teacher Assistant — Convert To Change Request:

When you Click Next from the Place Teacher screen and the Teacher Assistant’s
education/credentials need to be reviewed by DCDEE, you will need to submit a change

request.

Click the Convert To Change Request button.

NORTH CAROLINAY ‘\f‘& Plan: test Beaufort/Hyde Partnership for Children Edit Mode: Change Request

Contract Number: 2633417 User: leanne Bames Fiscal Year: 2016-2017

Home NCPK s Instructions Logoff

Prokinduorgartien Program

G SR D D D T G G

Teacher: Adrian Winters

Please enter the teacher's legal name. Teacher Ethnicity: Hispanic ) yes @ Mo
First Name: Adnian Teacher's Race ] american Indian or Alaska Native

Middle Name: g(;ﬁleyc)k at least one, and all that [ asian

Maiden Name: % Black or African American

Last Name: Wwinters Mative Hawaiian or Other Pacific Islander

[ white ¢ European American
Active: For TAs who wish to teach in a i
Public g ves (O o (O working Toward () na
school, does the assistant meet the e © orking fows
requirements for NCLB Exception? If yes, check all that apply:
[[12 vears of relevant ECE experience
[¥16 ECE semester hours

[ Education, License and Credentials are Editable |

Classroom Assignment

|The Teacher is not approved to teach in a private site. Please enter req e and/or ci |
Classroom | Teacher Type Entry Date Exit Date Maxamum Rate A
Pending Care-0O-World Enrichment Center | 03 Assistant 07/01/2016 |07/02/2016 | Teacher is an assistant, Delete
and is not reimbursed. Convert To Change Request
Prior Year Eastern Elementary 04 Assistant 08/158/2015 |0&/0/2016 | Teacher is an assistant,
and is not reimbursed.

Approved Teacher Types

Approval
Teacher Type Site Start Date End Date Type
Public Sites | 07/01/2016 Automatic
Long-term Substitute Assistant| All Sites 107072014 Automatic
Long-term Substitute Lead All Sites 10/07/2014 Automatic

Education
ECE Related Earned or Date GPA 2.5 6 Documented

Degree ECE Fields Fields Working On = Earmed or Higher Hours
BA/BS Human Growth and Development | Eamed 10/07/2014 | Yes 2016-2017 : Not Applicable | Edit | Delete

Degree is in Human Growth and
Development. This individual’s
education needs to be verified by the
Workforce Education Unit.
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When you click the Convert To Change Request button, the next screen will allow you to create
a change request. Choose Verification By Workforce Education Unit from the drop-down list.

Click the Create Change Request button.

Teacher: Adrian Winters

Please enter the teacher’s legal name.

Teacher Ethnicity: Hispanic

Oves ®no

FistMame:  jfuie @ Te.?fhefs Race [ american Indizn or Alzska Native
Middle Name: ;;’;:\e;)k at least one, and all that :Mian

Maiden Name: W Black or African American

LastName:  Winters gf‘lat‘ive Hawaiian or Oth?r Pacific Islander
Active: @l white / European American

For TAs who wish to teach in a public
school, does the assistant meet the
requirements for NCLB Exception?

®ves Ono O working Toward Ona
1F yes, check all that apply:

(]2 Years of refevant EGE expernience
W16 ECE semester hours

| Education, License and Credentials are Editable |

>lassroom Assignment

|The Teacher is not approved to teach in a private site. Please enter required education, licensure and/or credentials.

Status Site Classroom Teacher Type Entry Date Exit Date Maximum Rate
Pending Care-O-World Enrichment Center| 03 == 070172016 | 07/02/2016| Teacher is an assistant, Delete To send a classroom request to DCDEE for review, please select the reason before clicking the Create Change Request button.
and is nof rei
50 Verification by Workforce Education Unit v
Prior Year | Eastem Elementary 04 Assisiant 08/18/2015 | D6/08/2016 | Teacher is an assistant,
and is not reimbursed. Create Change Request
Approved Teacher Types
Approval
Site  Start Date End Date Type
Publc Sites| 0710172016 | Automatic
Long-term Substitute Assistant| All Sites | 10/07/2014 Automatic
Long-term Substitute Lead All Sites | 10/0772014 ‘ Automatic
£ducation
ECE Related Earned or Date GPA LS 6 Documented
Degree ECE Fields Fields Working On  Earned  or Higher Hours
BA/BS Human Growth and Development | Eamed 100772014 | Yes 2016-2017 - Not Applicable | Edit | Delete
20152016 No | New |

When you click the Create Change Request button, the next screen will be the Change Request
screen.

When you click Submit and Save from this screen a change request will be created for DCDEE
staff to review/approve.

Note: The system will generate an automatic comment for the change request explaining what
needs to be reviewed by DCDEE staff.

Add Additional Teacher Type
This Change Request is to allow a teacher to act in an additional teaching capacity that was not automatically approved. If the new teacher type is approve, then that teacher can be placed in any classroom for the duration of the change request.
A change request has been sent to the NC Pre-K State Office to approve the requested changes. The current status is Submitted.

CR#6

Click the Save butten to save a change request comment, or the Back button to go back to the previous screen.

Teacher Name: Adrian Winters

Requested Approved
Teacher Type: Assistant v Teacher Type: Assistant v
Site: Care-0-World Enrichment Center v Site: Care-0-World Enrichment Center v
Classroom: g3 v Classroom: g3 v
Site Type: Private Non-profit child care center Site Type: Private Non-profit child care center
Start Date: 07/01/2016 Allow teacher to be approved in other sites of this type for the entire school year
End Date: 07/02/2016 Start Date: 07/01/2016
EndDate: g7/0212016

New Comment: Comment History:

07/11/2016 12:19:25 PM  System Update

Ueanne Barnes created a change request from a pending

lassignment because of: Verification by Workforce Education

[onit

Submitted
< >

| swe [ Back |
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Long-term Substitutes (Lead and Assistant):

Long-Term Substitute Teachers (Lead or Assistant) can be placed in a site/classroom for a
maximum of 84 calendar days (12 weeks).

On the Place Teacher screen, you will enter the required information and Click Next.

An error message will appear if you enter a start and end date that exceeds 84 calendar days.

e NE
NORTH CAROLINA® \ X
* Contract Number: 2633817 User: Jeanne Barnes  Fiscal Year: 2016-2017

*

Plan: test Bladen County Schools Edit Mode: Change Request

Home NCPKKids Instructions  Logoff

Prekindergarien Program

S et W

[You have requested that the teacher be placed for 92 calendar days. For a long term sub, the maximum allowed time in the classroom is 84 calendar days.

Place Teacher
If teacher placement is for a new teacher, select button for new teacher and enter teacher's first and last name:

@ --New Teacher-- O Christy Hales O Kathi ward O Satella wWashington O Tammy Jordan A
O Alfredia Bryant O pebbie Brisson 0 Kathryn King Edge O sharon Fryar OTunya Landreth
@] Betsy Helms 0 Jacqueline Johnson 0 Kelley Rachels 0 Stephanie Worley O Trema Hunt
OBel‘ty Wilds O 1anice Monroe Robinson () Laurin McNeill O susan Faulkner O valerie Morris
OBrenda McDowell OJAN[CE SMITH O Michelle Melvin OTammy Jackson OVioIa Lennon Freeman v
() et it )ttt P (M) s Rt ol
>
Please enter the teacher’s legal name.
First Name Middle Name Maiden Name Last Name
|Blake | | | | [shettor %
Teacher Ethnicity: Hispanic ®ves O no
Teacher's Race [] American Indian or Alaska Native
(Check at least one, and all that [ asian
apply)

D Black or African American
[ wative Hawailan or Other Pacific Islander

IZ White / European American

Teacher Type: | Long-term Substitute Lead /|

Site: | Child Care Network, Inc #86 v\ Site Type: Private For-profit child care center To send a classroom request to DGDEE for
Classroom:  |Child Gare Net #36 v review, please select the reason before
clicking the next button.

OVER | ;
= e S <) Next HELIMIT
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Long-term Substitute Lead:

When you Click Next from the Place Teacher screen:

» the status will be Pending for the Classroom Assignment

» until the required education information is entered for the Long-term Substitute Lead
Teacher

See the red error box and yellow caution triangle for the information that must be entered for
education/credentials.

Teacher: Blake Shelton

Please enter the teacher's legal name. Teacher Ethnicity: Hispanic ®ves Ono

FirstName: (B2 Teacher's Race DAmerican Indian or Alaska Native
Middle Name: g(;g‘eyi)k at least one, and all that DAsian

Maiden Name: [TIBlack or African American

[Inative Hawaiian or Other Pacific Islander

Last Name:  Shelton
White / European American

e

| Education, License and Credentials are Editable |

Classroom Assignment

|The Teacher is not approved to teach in a private site. Please enter required education, licensure andfor credentials. |

Status Site Classroom Teacher Type Entry Date | Exit Date Maximum Rate A
[Pending | child Care Network, Inc #88) chid Care et 86 Long-temn Substiute Lead|08101/2016 | 1012312016 |Delete

Teacher Qualification - One of the following criteria must be met:

Approved Teacher Types Long-term A Long-Term Sub Lead teacher must have earned a BA or
Substitute Lead: higher degree an ECE or ECE Related Field.

Approval

. Long-term A Long-Term Sub Lead teacher must have earned an AA or
Teacher T Site  Start Date End Dat T
See VPRI e e o me e The Substitute Lead: higher degree in Child Development or Early Childhood
Education Education.

ECE Related | Earned or | Date  GPA 2.5 6 Documented
Degree ECE Fields| Fields  Working On Earned or Higher Hours

Once you enter the required information, the Long-term Substitute Lead Teacher assignment
to the site/classroom is Active and process is Complete.

You will not need to submit a change request.

Teacher: Blake Shelton

Please enter the teacher’s legal name.

Teacher Ethnicity: Hispanic ® ves O No
Middle Name: (azgley()k at least one, and all that [ asian
Maiden Name: [ elack or African American
[ native Hawaiian or Other Pacific Islander
Last Name: Shelton
Ml white s European american
Active:

| Education, License and Credentials are Editable |

Classroom Assignment

N Status
m]]lete |Active | Child Care Network, Inc #86

Approved Teacher Types

Classroom Teacher Type Entry Date | Exit Date Maximum Rate
ild Care Net.86 | Long-term Substitute Lead | 08/01/2016 | 10/23/2016 | NG Pre-K Primary: $550  |E

Approval
Teacher Type Site | Start Date End Date| Type
Assistant All Sites | 05/15/2015 Automatic
Long-term Substitute Assistant| All Sites | 056/15/2015 Automatic
Long-term Substitute Lead All Sites | 05/15/2015 Automatic

Education

ECE Related Earned or Date GPA 2.5 6 Documented

ECE Fields Fields Working On| Earned |or Higher Hours

AA [ AAS | Early Childhood Education Earned 05/15/2015 2016-2017 : Not Applicable | Edit| Delsts | [ New |
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Long-term Substitute Assistant:

When you Click Next from the Place Teacher screen:

» the status will be Pending for the Classroom Assignment
» until the required education information is entered for the Long-term Substitute

Teacher Assistant

See the red error box and yellow caution triangle for the information that must be entered for
education/credentials.

Teacher: Burt Reynolds

Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic Oves ® o
FirstName:  Burt Change Name Teacher's Race [J american Indian or Alaska Native
Middle Name: g(;:‘ey()k at least one, and all that Asian

Maiden Name: [alack or african American

[ Native Hawailan or Gther Pacific Islander
LastName:  Reynolds

et

thite / European American

| Education, License and Credentials are Editable |

Classroom Assignment
The Teacher is not approved to teach in a private site. Please enter required education, licensure and/or credentials.

Status Site Classroom Teacher Type Entry Date | Exit Date Maximum Rate &
Pending ‘Ch\ld Care Network, Inc #36 08/01/2016 ‘ 10/23/2016 | Teacher is an assistant,

and is not reimbursed.

Delete’

Teacher Qualification - One of the following criteria must be met:

Child Care Net.#86 | Long-term Substitute Assistant

Long-term Substitute A Long-Term Sub Assistant teacher must have at least a
Assistant: High School Diploma / GED.

Approved Teacher Types

Approval
Teacher Type Site Start Date End Date| Type

Education

ECE Related Earned or | Date | GPA 2.5 |6 Documented
Degree ECE Fields| Fields | Working On | Earned or Higher Hours m

Once you enter the required information, the Long-term Substitute Teacher Assistant
assignment to the site/classroom is Active and process is Complete.

You will not need to submit a change request.

Teacher: Burt Reynelds

Please enter the teacher’s legal name. Teacher Ethnicity: Hispanic ) ves ® Mo
First Name: Burt Change Name Teacher's Race [Jamerican Indian or Alaska Native
{Cheack at least one, and all that [ Asian

Middle Name:

2pply)
Maiden Name: [ elack or african american
[ native Hawaiian or Other Pacific Islander

Last Name: Reynolds
[Jwhite s Eurcpean American
Active:

[Ecucation, License and Credentials are Editable |

Classroom Assignment
site Classroom Teacher Type Entry Date | Exit Date Maximum Rate

02/01/2016 | 10/23/2016 | Teacher is an assistant,
and is not reimbursed.

Child Care Met.=86 | Long-term Substitute Assistant Edit

Jomlite

Status
Active ‘Chlld Care Network, Inc #36

De\ets‘

Approved Teacher Types

Approval
Teacher Type Site |Start Date End Date Type
Long-term Substitute Assistant| All Sites | 06/15/2012 Automatic

Education
ECE Related | Earned or Date GPA 2.5 6 Documented

ECE Fields Fields working On| Earned |or Higher Hours

High School Diploma/GED Earned 06/15/2012 2016-2017 - Not Applicable |Edit| Delete m
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Change Requests:

From the Place Teacher screen, you have the ability to create a Change Request by making a
selection from the drop down list and clicking Next.

PN
NORTH CAROLINAY N ')
* Contract Number: 2633817 User: Jeanne Barnes  Fiscal Year: 2016-2017

O x

Plukindulgurlun Proglum

Place Teacher

Plan: test Bladen County Schools Edit Mode: Change Request

Home NCPKKids Instructions Logoff

If teacher placement is for a new teacher, select button for new teacher and enter teacher's first and last name.

O —-ew Teacher— O Burt Reynolds O 1aNICE SMITH O Michelle Melvin @) Tammy Jackson A
O alfredia Bryant O Carolyn Richardson O julie Brawley O sandra Autry-Hopkins @) Tammy Jordan
OBetsy Helms O Christy Hales O Kathi Ward O satella Washington @) Tonya Landreth
OBel'ty Wilds O Debbie Brisson O Kathryn King Edge O Sharon Fryar O Trema Hunt
O Blake Shelton O Jacqueline Johnson 0 Kelley Rachels @) Stephanie Worley O valerie Morris v
[ T TSN YR UNPRTIN (1 TR VONRNY: SRR () KT Ty P [T () 4Rl | i Fomnae
< >
Teacher Type: |-Select One-- v|
Site: |~Select One-- v| To send a classroom request to DCDEE for
Classroom:  Site has no active classrooms. review, please select the reason before

clicking the next button.

N Change in Educafion / License
W m - e |~ xt Change in Payment Rate
) e Verification by Workforce Education Unit

Change Requests are used for the following reasons:

a. Change in Education/License — For example, a teacher held a NC Lateral Entry BK license
and now holds a SP1 BK license.

b. Change in Payment Rate — For example, a teacher was at the $600 payment rate but now
should receive a $650 payment rate due to receiving their SP1 BK license.

c. Verification by Workforce Education Unit — For Teacher Assistants in Private Sites only.
You can also use the Convert To Change Request button.
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